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KENORANDUM FORs Depwty Director {(Suppert)

SURJECT s Raport of Survey of Clerical Training Program
REFERENCE: senagement Staff Study, dated 2 August 1956, seme

sublect and Mr. Baird's memorandus to the Di/5,

dated 11 October 1956 "Management Staff Recommen—

dations Concerning Clerical Training”.

1. We have examined GYR's reaction to our peper, ubovs.

2. Our position seems to be too severe for thes ta accept.
Ye predicuted the reduction in imstructor time I{n the hope that
they ceuld mbsord several fictors which on the average within
government subtracts from LO hours per week to & lower figure of
avallsble totsl woik hours. These factors are snmual lesve, sick
lesve, military traiaing, rest periods, get ready time, plus
within CIA the filve per cent in-training time.

3. Readjustment in our corigioml figuring to inclyde these
factors glverus the present staffing of the Clerieal Traiaing
Unit as Justifisd. We tharefors delete recommendations "b" and

new,

h. Recommendations 5a {esgent inlity he Clericel Train~
ing Program), 54 (amendment of CIA Netice and Se
(sequance of 0D sctivities) heve been revigved 2nd stand un~
changed.
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I Verkload
. Determine Workloed to be accomplished per week or year and express
1¢ {n terms of itotal Man-hours of Workloed.

n Fy DAl FID~ RS 3 p A RPAtR] (cmhtim)
A. Availlable Gross Men-Bours Per Person Per Year 2024
5 &%m»smmwmxwrw)
howrs per dsy _
B. leave snd Training Man-Sour Loss Per Year (Aversge) 261

1. mumuq)mmmummumﬁ
of 15 workiays par yoar
2. Ihgw-ormtamwetsw

your) ko
3. m&m&ni»naﬁintﬁvumm) 101
¢. Averuge Orces (A) Isss lesve sod Praining loss (B) 1783

B. Mw-Eour lLoss Per Day due to Transporiation, Breaks,

Rest Periclds, Oet Resdy Time, ete. (128 of C) 280
E. Aveiladble Net Man-Hours Per Person Per Yemr (C-D) 1563
=
Ttem wmtfyr. WEHO. MBME. §
3. Avalishle Uross Wao-Nours Per | |
Person Per Year (Average 202k 169 39 100
B. Men~Hour Ioss Per Perscn Per Year R82 ko G 2h
8. Available Het Nagn-Hours Per Persus
Av.) Per verage) igh3 129 30 18
A. mamzmmz%mﬂfs dond Per Year
or
3. Bawder of Personnel Required * Msn:hours of ) Per Week
or

C. "Rule of Thumb" Nethod - To sccomplish 30 man-hours of workloed
per veek, one {1) person wéuld be reguired.
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